
 

ADDRESS 

Berriew Pre- School  

                                                                                            Berriew, Welshpool 

POWYS, SY21 8BA 

 

TELEPHONE 

Open During Powys School Terms.                             Pre-school Leader Mobile – 07495698789 

Monday to Friday 8:45am-3:30pm                                    Email: berriewplaygroup16@gmail.com  

 

Operational plan  

Berriew Pre-school operational plan supports and underpins our statement of purpose. It 

describes how we organise our resources to operate flexibly and effectively and our approach to 

improving the quality of care we provide. Our main aim is to provide a safe and welcoming 

environment. Where children feel their voices are heard and they have the freedom to make their 

own choices to become Creative, Independent Learners 

Background information: 

Berriew pre-school opened in 2002 in Small Village Community Hall as a result of a successful parent 

and toddler group’s growing needs. It now occupies a demountable classroom on the school site 

where we have a kitchen area, staff and children’s toilet facilities and outdoor play area. We enjoy a 

professional relationship with the school’s head teacher Mr.S.Clark and reception class teacher Mrs 

S Yorke. 

Security of the premises is maintained by operating a: Security policy 

• There is a keypad locking system on the main door of the room and on the gate, which only 

staff and committee members know code too. Any visitors need to ring the bell to be let in 

by a member of staff. The playground is fenced off and gate is locked when children are 

outside playing.   

• Once a visitor is identified and allowed into the setting, Using the green gate release button 

inside, They are then required to sign in and out and leave a phone number for Track and 

trace purposes- All visitors will be introduced to the children. 

Organisational structure: 

Berriew pre-schools address: 

Berriew CP School, Berriew, Welshpool, Powys  

SY21 8BA 

Telephone: 07495698789 

Email: berriewplaygroup16@gmail.com 

 

mailto:berriewplaygroup16@gmail.com
mailto:berriewplaygroup16@gmail.com


Correspondence address and details additional:  

Jackie Pryce Chairperson 

 jpryce.83@gmail.com 

The Talbot Hotel, Berriew, Welshpool, Powys SY218BA Tel: 07964767757 

 

Legal status: Berriew Pre-school is managed by a voluntary committee as a company limited by 

guarantee and is registered by Care and Social Services Inspectorate Wales (CIW)) under part 2 of 

the Children and Families (Wales) Measure 2010 to provide day care as a CIO. 

The responsible individuals: Jackie Pryce and Becky James 

The person in charge on a daily basis is: Mrs Claire Munslow 

The Committee Officers are .. 

Chairperson: Jackie Pryce. 

Secretary: Abbie Evans 

Treasurer: Rebecca James. 

The list of full contact details for every member of the current committee is kept on file (in line 

with CIW regulations) 

 

Age range of children cared for and type of care: sessional/full day care 2-3 year olds and 3- 5 

year olds  

Operational times:  8.45am-3:30pm Monday-Friday 

 

 

Berriew pre-school implements policies and procedures that ensure the smooth operation of the 
provision. The policies and procedures are developed and maintained in line with and/or exceed the 
national minimum standards and regulations. They are reviewed regularly (at least annually) and 
updated as necessary. The policy file is available for all who visit, work in or use Berriew Pre-school 
to see in the policy file in setting or online on pre school website.  

Staffing roles and responsibilities:  

Berriew Pre-school  

• Recruits, vets and employs their staff in line with regulatory requirements. DBS Checks and 

are CIW registered.  

• Maintains or exceeds legal qualification levels. (Please refer to our recruitment policy and 

procedure) 

• Develops and maintains staff training plans and the continual professional development 

plans reflect our commitment to continuous improvement. (Please see training policy) 



• Staff meetings are held weekly, with daily morning catch ups, weekly staff meetings and 

records are kept on decisions, and which contribute to our SDP- Setting Development Plan. 

• Committee members and parent volunteers are DBS checked and are available to be called 

in at short notice to provide staff cover for unplanned staff absences.  

Berriew Pre-school  

• Maintains or exceeds legal staff: children’s ratios at all times. 3+ 1:8 / 2+ 1:4 

• Arranges care for children over two years adhering to ratios above, but never more than 24 

at any time.  

• Arranges care for children in age groups 2 to 3 years and 3 to 5 years groups where 

appropriate, children are encouraged to freely explore the setting and mix, aiding transition 

from 2+ to 3+ groups.  

• Maintains a key focus children system, where all staff plan in the moment and follow 

children’s schematic interests, add teachable moments and offer invitations to play to 

promote learning, we believe this process allows us to really get to know our children and 

allows them to grow into creative, Independent learners. 

• A consistent but flexible staffing routine is provided to enable positive relationships between 

staff and children to develop, having leaders in both 3+ and 2 + sessions. 

• Ensures relevant information is shared routinely with parents/carers about their child, All 

staff work together to record children’s learning journeys and share information in the 

moment with parent/carers via the class Dojo App. (See also: confidentiality policy.) 

Facilities available: Berriew pre-school operates from a demountable classroom, which is 

appropriately equipped to offer a calming environment to explore both indoors and out, our indoor 

environment is open plan and ensures all areas are accessible for children to explore to become 

creative, independent learners. We have an open door policy where children have the freedom to 

take their learning outdoors, offering 2 very different outdoor spaces to explore as well as 

opportunities to use school field, trim trail and the community for larger group activities such as 

ready steady music and Bach I ach sessions.  

 

 

 

 

 

 



Timetable of daily routine 

A sample of a typical day’s routine is: 

8.45am-Early 

drop off free play 

9.00am-9.30am 

Self registration/ 

children’s choice 

of indoor/ 

outdoor play 

9.30-10.30am 

Hand washing 

social/ rolling 

snack time 

Indoor/ outdoor 

free flow play 

10.30-11.15 

Children’s 

interests/ 

choice Indoor/ 

outdoor free 

flow play 

 

11.15-11.30 

Group reflection 

time songs and 

rhymes/ story 

and sharing 

news  

Incorporating 

welsh 

11.30-11.45 

Some 3+ home 

time  

welcome some 

2+ children for 

lunch 

 11.45-12.30 

Toilet/ hand 

washing 

lunchtime 

12.30-2.15pm  

Welcome 2+ 

children- settling 

in time 

Childrens interest/ 

choice free flow 

indoor/ outdoor 

play 

 

2.15-2.30 

Tidy up time 

Hand washing 

3+ rolling 

snack 

 

2.30-2.45 

Hand washing 2+ 

rolling snack 

3+ group 

reflection time/ 

 

2.45- 3.00 

Songs/ rhymes 

story 

3.00pm home 

time 

3.00-3.30pm 

Late stay play 

outside 

 
 

 

 

 

 

 

 

 

 

 

 

 

 



Organisational structure. 

 

 

 

 

 

 

 

  

 

 

 

 

 

 

 

 

 

 

Those with specific roles –  

Named deputies Diane Gee 

Child protection officer Claire Munslow 

Deputy Child Protection Officer Diane Gee 

Complaints officer Claire Munslow 

Behaviour management officer Claire Munslow 

Safety co-coordinator officer: Diane Gee 

Named first aiders Claire Munslow, Diane Gee & Chris Trow 

Person with responsibility for special/additional needs Claire Munslow ALNCO  

Food preparation and hygiene officers: Diane Gee & Chris Trow 

Person with responsibility for maintenance of premises Claire Munslow (Leader/Manager) & 

 Jackie Pryce (Chairperson/RI) 

 

Responsible individuals 
Jackie Pryce/Becky James 

 
 
 

Chairman + RI  
Jackie Pryce 

Level 3 
 

Deputy Play Leader 
Diane Gee 

Level 3 

Play Leader  
Claire Munslow 

 Level 3 

Treasurer + RI 
Becky James  

Bank Staff   
Marie Heath  

Supervisor & 
3+ Leader 
Chris Trow 

Level 3 
 

Secretary 
Abbie Evans Fundraising co-ordinators 

Lynsey Evans & Jane Morris 

3+ Assistant 
Sasha Hampson 

Level 3 

Apprentice 
Kat Davies 

Working towards NVQ 3 

2+ Play Leader 
& 3+ Assistant  

Ayesha Owen Jones 
Level 3 

 



Annual Evaluations and Setting Development plans (SDP) 

Berriew Pre-school is committed to making improvements to the annual evaluation.  

 We do this by: 

• Undertaking termly reviews of our operational practice and management systems. 

• Involving staff, parents/Carers and children in the review as appropriate. This is done 

through staff meetings, committee meetings and questionnaires. 

• Reporting on the outcomes of the review,Sharing the report of the outcomes with those 

who contributed to the review. 

• Developing Setting development plans from the reports that are monitored for timely 

implementation.   

 

• Undertaking a quality assurance scheme WPPA 

• Applying a reflective approach to all our work and including what we learn in training, staff 

appraisals and in our team meetings, which in turn contributes to the overall annual review. 

 

 

 

 

 

 


